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Adjusting an Adjudicated (Paid) Claim Item  

 
Adjust the Paid Claim  
 

These instructions should be used when a claim 

item was paid for an incorrect number of units for 

a Unit Based service.   

 

 

1. Getting here: Login, select the Facility, select 

Agency, Billing, and EOB Transaction List on 

the navigation pane. 

 

 

2. Enter the Search Criteria (Encounter #) and 

click Go. 

 

 

3. Verify the Transaction Type is Payment and 

select Claim Item List on the navigation pane. 
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4. Select the Item Status of None (an empty 

field). 

 

 

5.  Enter the Search Criteria (Client Name , 

Encounter ID Number, Service Date). 

 

 

6. Click Go 

 

 

7. Click Profile. 
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8. Click Adjust.  

 

NOTE: Two new Claim Items will be created. 

The first Claim Item will have a negative 

amount to reverse the original claim. The 

Billing Units can be adjusted on the second 

Claim Item. 

 

 

9. Click Yes. 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 
 

 

 



 
4 

10. Edit the Billing Units. 

 

 

NOTE: Do not adjust the billing units if this is a 

claim item for a duration based service (view 

the Payer Billing Service on this screen).  

 

 

11. Click Save and Finish.  

 

 

NOTE: The negative claim item and the new 

adjusted claim item have a status of Released 

and will be included in the next batch. The 

original claim item, the negative claim item, 

and the new adjusted claim item will all have 

the same ENC ID (encounter number). 

 

 

12. Create a Billing Correction Note 

(Miscellaneous Note) using the guidance on 

the website. 

 

 

 

 

 

 


